























¥

‘ »‘\(‘w 57'4%

f % EPA Performance Appraisel and Recognition System
"%% N Performance Plan Coversheet ‘
ot . AFGE Bargaining Unit

Definitions of Summary Rating Levels

b *Employee most often resolves problems independently and effectlvely eliminates problems from

Outstanding *Consistently proposes new, creative approaches and practical ideas that are accepted by fellow
workers and incorporated into day-to-day work operations to improve effi mency and effectiveness of
| the work.

*Coworkers are motivated and energlzed by employee's actions and the employee is often sought
for advice concerning complex, controversial, and difficult issues prior to implementation.
*Employee is consistently proactive, demonstrates initiative, and uses exceptional judgment.
*Understands the political realities of situations, keeps supervisor and/or Team Leader informed of
issues and problems and uses discretion in keeping sensitive matters confidential.

happening without supervisory intervention or assistance.
*Employee makes significant contributions to the mission and prlontles of the unlt off ice, region and

constituencies on a regular basis.

Exceeds This level signifies that the results achieved are clearly beyond what could be reasonably expected

Expectations - | for Fully Successful performance.

Fully This level signifies the employee's performance results achieved are those that can be reasonably

Successful expected of any employee on the job in order to fully and adequately achieve assigned
responsibilities. . .

Minimally This level signifies that there is a performance- -related problem(s) although the performance has not

Satisfactory reached "Unacceptable” in any Critical Element. The employee demonstrates limited ability in

producing work of acceptable‘volume and/or quality within established timeframes; or exhibits
limited sense of personal responsibility and accountability in work asmgnments or experiences
difficulty in addressing new or unusual work situations under normal pressure; or requires frequent
guidance and assistance from supervisor or others. When performance is rated at this level,
informal assistance in the form of a Performance Assistance Plan (PAP) must be provided to the
employee to help improve his/her performance to "Fully Successful.”

Unacceptable ~ | This level signifies the performance of the employee consistently fails to meet the established
performance standards. in one or more critical elements of the employee's position. When
performance is rated at this level, a performance Improvement Plan (PIP) must be implemented to
help the employee improve his/her performance to "Fully Successful.” =

Determining Summary Performance Ratings

Apply the following process to determine the summary performance rating level for the year:

Outstanding For a summary performance rating of Outstanding, the one half or more of the Critical Elements are rated
Outstanding and none of the Critical Elements are rated lower than Exceeds Expectations. :

Exceeds For a summary performahce rating of Exceeds Expectations, the one half or more of the Critical Elements are

Expectations rated Exceeds Expectations and none of the Critical Elements are rated lower than Fully Successful.

Fully For a summary performance rating of Fully Successful, the majority of the Critical Elements are rated Fully

Successful ‘Successful, and none of the Critical Elements are rated lower than Fully Successful.

Minimally For a summary rating of Minimally Satisfactory, one or more Critical Elements are rated Minimally Satisfactory

Satisfactory. and none of the Critical Elements are rated Unacceptable.

Unacceptable For a summary rating of Unacceptable, one or more Critical Elements are rated unaeoeptable (Unacceptable).
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ks by Requesting

(Note to Supervisors:

Do you know of additional or conflictiny, scasons for the é_mploYee’s resignation/retiremen
If “YES™, please state these facts on a separate sheet and attach to SF 52.)

t?

You are requested to furnish a specific reason for your resignation or retirement and a
forwarding address. Your reason may be considered in any future decision regarding
your re-employment in the Federal service and may also be used to determine your
-eligibility for unemployment compensation benefits. Your forwarding address will be
used primarily to mail you copies of any documents you should have or any pay or
compensation to which you are entitled.

This information is requested under authority of sections 301, 3301, and 8506 of title
5,U.S. Code. Sections 301 and 330! authorize OPM and agencies to issue regula-

Privacy Act Statement

tions with regard to employment of individuals in the Federal service and their
records, while section 8506 requires agencies to furnish the specific reason for
termination of Federal Service to the Secretary of Labor or a State agency in
connection with administration of unemployment compensation programs. .

The furnishing of this information is voluntary; however, failure to provide it may
result in your not receiving: (1) your copies of those documents you should have;
(2) pay or other compensation due you; and (3) any unemployment compensation
benefits to which you may be entitled. : :

1. Reasons for Resignation/Retirement (NOTE: Your reasons are used in determining possible unemployment benefits. Please be specific and avoid generalizations.
Your resignation/retirement s éffective at the end of the day - midnight - unless you specify otherwise.)

iy

2. Effective Date | 3. Your Signature

3. Date Signed

4. Forwarding Address (Number, Street, City, State, ZIP Code)
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